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' DEA SENSITIVE 

This manual Is the property of the Drug Enforcement Administration.* Neither It nor Its contents may be disseminated outside the 

DEA without the express permission of the Office of Chief Counsel. 
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2735 EMPLOYEE RESPONSIBILrriES AND CGISTDUCT 

-h- * * 

fSee Memorandum by Deputy ArlTninistratorMicKeleM. Leonhart dated July 3, 2006. subject: Use of 
Official G nvRmTne nt Vehicles ."> 
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2735.1 STANDARDS OF CONDUCT 



t 



2735.11 Authority 




In confonnance with and tiirough the authority of (as applicable and as may be modified, amended or 
gnpp.rsRdefl from timsto time) 28-eFR 45.735. Executive Orders 11222. 12674.- and 12731. 5 CFR 735. 
5 CER 752, 5 CER. 2635, 41 CER 101, 18USC 201-209, and 31 USC 1349(b)(and other statutes and 
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regulations as may be applicable), the following Standards of Conduct are established for the Drug 
Enforcement Administration. 



Purp 



Puip 



and maintain the hiehest levels of integrity and conduct of DBA personnel 



' 2, To inf orm personiiel of the standards of conduct and integrity escpected of them as 
employees of DBA. * 



inform'personnel 
;ted of DEA empli 



American publii 



;5. To ensure DEA^s law enforcement mission is not impeded, restricted, or otherwise 
adversely influenced ty employee actions or inactions, 

+ 

6. To maintain an ethic and atmosphere within the agency in which hqth professionalism 
and'integrity are requisite attributes of all employees. ■ 



BrScope 



* * 



1, Itiis sectibn covers both. regular employees and special Government employees, except 
where specifically excluded. 

.2: The absence of a specific regulation of conduct covering .an act which tends to discredit 

DEA or the employee does not mean that such an aict is condoned, permissible, or would 
• not result in disciplinary/adverse acdon, * * . 

■ 

■ 3. Violation of any provision of this issuance may subject the employee involvea to 
appropriate disciplinary/adverse action iacluding removal in addition to any penalty 

prescribed, by statute or jegulation. • : 

» * + 

* 

4. The commission of four (4) acts of misconduct within a two (2) year period maybe 
grounds for the removal of the employee, regardless of the nature of the offenses 
qommitted* 

+ 
» * 

2735.13 Responsibilities . * 

+ ^ * ' 

• • • . • 

The intent of the disciplinary system isnotto stifle the spirit of the well-intende4 employee but to guide ' 
the employee to the.proper conduct, while at the same time ensuring flie integrity of the agency, iyillful 
violations, especially those involving integrity, criminal activity, serious violations of the code of • 
conduct, inddents involving alcohol and weapons, alcohol and official government vehicles or any other 
violations that affect the employee's ability to perform the job or affqct the.agency's ability to keep the 
f^th with the public it serves, will be dealt with severely and in- a sinct manner. However, unintended or 
iiaavertentmisMK maa^~inpetfonnance duties inpursuit of DEA's mission or made while off duty -. 
•will be dealt with fairly, swiftly and compassionately. 
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A. Supervisors. It is the responsibility of DEA's supervisors, officers, and officials, in addition to their 
duties and responsibilities as employees of this agency, to: 

■I 

1, Set and maintain high standards of personal conduct as an example to employees, ■ 
' Supervisory personnel will be held to a hi^er standard of conduct given their status as 

managers. Failure to act m response to a situation liiat the supervisor was or shoiild have 
' been aware may subject the supervisor to disciplinary action or other appropriaite measures. 

2 Ensure that the work-areas and personnel assigneid under the supervisor's authority are • 



fiee of sexual harassment and discrimination or other acts of employee imsconduct and that 
persons conduct themselves without regard to the personal characteristics or identifying- 
traits of others (e.g.: race, gender, ethnicily, nationality, or religion). Further, supervisors 
will ensure that all employees in their area of responsibility are informed of DEA's policy 
prohibiting sexual harassment and receive training on a continuing basis with respect to 
their rights and responsibilitiQs. • / 

t 

I 

3. Review and take appropriate action on complaints of sexual harassment and other * 
discrimination. Every supervisor shall advise each en^loyee who comes to the supervisor 
with a report or complaint of sexual harassment of the avenues of redress provided by 
2713,3 . 

+ 

* 

4. Ensure that all employees in their area of responsibility axe ioformed of DEA*s standards 
of conduct 






this 



^ * 



week after entrance on duty. (A copy of this section is to be mcl 
orientation handout packet which is to be given to- all new empl 
employees will certify that they have received a copy of, have.ri 
with this section. This willbe accomplished by completion of t 
nprtifirfltiriTi qfatftment on DEAFomi439. Suuervisofs Checldi 



All employees wiU be required to certiEy 



DEA personnel will annually cerfify that he/she has read the DEA 
■ • * Standards of Conduct on DEA Form 460, Perf ormanceRating, at the time the annual 
performance work-plans are issued by the supervisors. . . 

■I 

c. **Employees must complete ]^hibitl/2735.13, Office of Inspections Standards of 
Conduct Questions, as part of the annual certificationTequired in paragraph 2 above, and 
rettim the document to their supervisor.** * . - *V 

m 

5, Mtiate, if appropriate, or request initiation of appropriate investigative and/or.torrective 
action when, anemployee violates DEA's standards of conduct 

■ e.Obsesrve and monitor the conduct, paformance, and/or actions of their subordinates for • 
potential substance abuse problems. Where appropriate, referrals should be made to the . • 
cognizant agency officials and make appropriate srqpervisory referrals as necessary. 

B .Employees. It is the responsibility of eachemployee to: 
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1. Maintain the highest standard of honesty, integrity, professionalism, and impartiality in 
his or her conduct, and encourage others to do so also. 

t * + 

HI 

2. Observe DEA.*s standards of conduct 

* *■ 

* 

3. Consult, as appropriate, his or her supervisor or the Office of Personnel when in doubt 
* about any provision of DEA's Standards of Conduct. Follov/ and comply with the ^ 

directions, orders, guidance and policies of his/her supervisors and senior managers, as well 
as the applicable orders, policies, regulations, and laws of DBA, DOT, and die Federal 
government . . • 

' 4. Report as appropriate, the misfeasance or malfeasance of other employees. - 

-I- 

2735.14 Interpretation and Advisory Service . 

4- 
■I ♦ 

+ • 

* 

The Chief Counsel is designated as DBA counsel in accordance with 5 CFR 735105, and shall, as 
appropriate, provide legal advice, guidance -and assistance with respect to the interpretation of matte 
lelating to ethical conduct particularly matters which involve potential conflicts of interest. 

* * 

2735.15 Employee Conduct 

m 

A. General . * ; • 

1. DBA personnel are prohibited fi:om engaging in any criminal, infamous, dishonest or 
notoriously disgraceful conduct or other conduct prejudicial to DEA,to the Department of 
Justice, or to the Government of the United States. DBA personnel shall always conduct 
' . - themselves- in a professional manner and wilt f pllow applicable p olicy , directives, qrdexs, 
and standards in their actions. - 

* * * 

* 2. DBA personnel, as members of the law enforcement community, occupy positions of 
. trust and shall re&ain fi:om omissions or commissions of conduct hi thek off-duty .hpurs 
which will impact iDfiuence,- impede, or in any way affect theh: DBA responsibilities. 

* ^^ I- 

3. The following standards of conduct are the prescribed miTiimnTn acceptabk behavioral 
guidelines for DBA personnel. These standards are not to be considered all-inclusive and 
may be supplemented by DBA as necessary. These standards may be amended, modified, 
interpreted, or supplemented through the issuance of poUcy directions, instructions, orders, 
or other similar guidance as may be issued jfrom time to time by the appropriate . 
management personnel. Such guidance, when issued, shall contmue in effect until rescinded 
nr rmtil it exnires on its own terms. 



B . Financial Interest 



1. An employee, his or her spouse, minor cMd, or member of his orlier immediate 
household related by blood is prohibited from having a direct or indirect financial mterest 
Siat conflicts substantially or appears to conflict substantially with his or her DBA duties * . 
and responsibilities. 

2. An employee shall not engage m, directly or indirecfly, a financial transaction as a result 
of or primarily relying on information obtained through his or her DBA employment or with , 
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F 

anyone who is a-paity to an official matter of DEA interest. 

■ 

a. A conflict of interest may exist even though there is no reas on to suppose that the , 
employee will, in fact, resolve the copflictiQg situation to his or her personal 

• advantage. • ' , . ' 

w 
m * - 

b. An employee is pennitted to have a financial interest or engage ia a financial transaction 
to the same extent as a private citizai not employed by DEA so long as it is not prohibited 

. by Kyp.p.ntivR Order 11222. 28 CFR 45.735, Section 2734. provisions of this' section, or 
•.. other appropriate guidance, policy or regulations. 

c. For additional guidance regarding statements- of employment and financial interest see 
.Section 2734 . . • . - 

4- * 

* * * 

* 

C. Gifts, Gratuities, Enteatainmoit,' and Favors ' ' •• .' 

1. An employee may not accept or solicit any .gift or gratuity which could possibly indicate 
•a conflict of interest or create' au appearance of a conflict or of impropriety. 

2. This does not preclude, an employee from: 

. * p. ■ » 

41 

■ 

a! Accepting food and refreshinents- of nominal value in the ordinary course of a 
* luncheon^ dinner, or other meeting held on a personal hasis. 

b. Accepting unsolicited advertising 6t promotional material such as pens, pencils, note 
nads. calendars, or other items of nominal value in quantities in which such items are 



noimaUy distributed. 



* 



* 



rsement for' actual' 
imment payment c 



* 



otherwise prohibited by law. This 



reimbursementfor excessive personal living expenses, gifts 



or pfliBr personal benefits, nor does it allow an employee to be reimbursed for travel on 
officii business under DEA orders where reunbursemenf is prohibited. See ComptroUe 
General's decision B128527 (46 Comp..Gen. 689). 

• * 

■ 

3. Employees-are required to report all gifis, .decorations or gratuities (mcludmg travel 
' \ :,.-j ft.„™ •p^^oS.TP. KffiMoio nr anvf-mmRTits which havB an estimated valt 



• $5.0 or more. This Tq)orting requirement extends to gifts received by an employee's family 
■ members. A gift or decorationfioni a foreign official or government with an estimated 

value of less than $225 (as may be amended fi:om time-to-time, 41 C J.R. 10149.001-5) 
may he retained by the employee or his or heffamily member. Gifts valued at $225 or more • 

■ are considered Government property and the Office of Administration will determme the 

:. disposition of such gifts. ' . "• " 

* 

* ■ - 

■ 4. An Employee inay not solicit a contribution from another employee.for a gift to ah 
. official superior, make a donation as a gift to an official superior, or receive a gift from an 
employee who receives less pay fiian himselfflierseEExcluded from this regulation arq 
truly voluntary gifts of Bomind value or donations on a special occasion, such as mamage, 
illness, retirement, or dealii. " • • . 

• ■ . • • • . ' 
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1. An employee of DEA cannot accept a fee or remuneration from an outside source for a 
public appearance, a speecla, a lecture, or a publication wlien its content came from official 
data or ideas which are not pubUc information. 

■ft 
* 

2. An employee shall not engage in teaching, writing or lectuEring (with or without ■ • 
compensation) that is dependent on inf onnation obtained as a result of his or her 
Govenunent employment except when either (1) that information has beemnade available 
to the- general public or (2) the Deputy Attomey General gives written authorization for the 
use of non-public inf onnation on Ihe basis that the use is ih the public interest 

3. The Copyright Act of 1976 provides that any article, manuscript or other writing prepare 
by an officer or employee of the United States Government as part of that person's official 
duties is a "work of the United States Government " The act further provides that such ^ 
"Government works" cannot be granted a copyright. 

lulovment Outside of DEA 



+ * 



l/Benefits. The term outside employment means any type of employment exclusive of 
DEA employment,' including self^employment, employment by a third party, hobby- 
iQcome, or participation in any business venture, whether or not there is any profit to the 
employee. Self-employment includes any participation or interest in a' business, corporatior 
, or franchised operation. It includes any promotion or sale of* items on behalf of a company, 
' franchise, corporation, business, spouse, relative or friend, • 

* -I 

m 

2. Exclusions, Outside employment does not include the ownership of stocks' andhonds ani 
an employee's personal management of investments of this land; nor does' outside - 
employment include the ownership of income producing real estate, as long as the employe 
does not in any manner utilize official time or facilities to rnanage such property. The 
manageramt of real estate owned b^y third parties, however, is considered outside 
employment This includes any employment as a "Resident Manager" of an apartment 
* building or complex, even though the only pay received is in the fonn of reduced personal 
rent of the employee. 

■ 

■ -fe' 

ft 

a. **Certain volunteer activities are not considered outside employment Services 
. must be truly voluntary, result in no compensation to the employee, and be provided 
on the employee's own time. They cannot interfere or be inconsistent with the 
employee's federal job duties. * , 

b. Some acceptable volunteer activities are coaching and leading youth activities, donating 
.time to nonprofit activities, helping senior citizens or disadvantaged persons, community 
programs, or rehgious activities.** 



ft + 



DEA personnel who seek to engage in volunteer activities s 
Lbparaefaphs a. and b, need not obtain the approval required 



3. Prohibitions. 



fyment whic3i will 



■I + 
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to create a conflict of interest, reflect adversely upon the Department of Justice, or in 
any manner interfere with' availability or the proper and effective performance of the 
duties ofhis/her position. See 28 CRF,*Section45J35-9(f). 

* -—- ■' "- .■■■■■ "■"■■ ■" "■" " ■ '"""" » 

b. **No -employee may engage or participate in outside employment v/hich involves or 
requires tihiat he/she carry a firearm in associationor fiilfillment of that employment 

c; No employee may engage or participate in outside employment which involves or - 
requires the execution or performance of law enforcement duties or quasi-law-enforcement 

* duties.** ' * . • 

* « 

* 4. Use of Appr9priated Funds. Employees who have secured approval to engage in outside 
employment are not authorized to use appropriated funds or items purchased or leased 
flirpu^ the expenditure of appropriated funds in furtherance of their outside employment. 
While npt all inclusive, use of the following items are also prohibited in the pursuit of non- 
DEA activities: * 

* 

^ m 

. a. Government office space, • ' , 



*f 



^. 



b. Govemment vehicles or Government-furnished transportation- 

* * * + 

4 
M 

c. other Government employees, including courier or messenger services. 

+ 
+ • * 

: 

d; Franked envelopes or franked mail stickers * . . 

e. Typewriters, word processors, reproduction equipment, bulletin boards, telephone 
'service. ^ • * / • . 



4- 



<^ * 



Any other item* or service purchas ed by appropriated fimds . • * 

* 

5. Specific Restrictions on Outside Employment 

a. SES Employees,* Employees in the SES require the approval of the Attotney 
General before they may engage 4n outside ernployment - 

4 
i 

b. Special Agents. DEA Criminal Investigative (Special Agents) personnel, due to &e 
nature' of their jol}s, are limited in the types of outside employment for vi^hich they may 
applyi*ii addition. Criminal Investigative personnel, given their often unpredictable time 
schedules, generally do not have lours of woric conducive tornany types of outside 
employment Outside, employment requests wiU often conflict with one or more of the 
restrictions listed in subparagraph 3 or 4 (above), and accordingly (in those instances) is 
prohibited * , . 

* ¥ 

c. other Core Series Personnel-Requests from other core series' employees (GS-1801, GS- 
-1810, GS-132, and GS-1320 and any other dassificatibn which is designated as a core . 
series) require carefrd scrutiny by the immediate supervisor of the individual concemed • 
The' supervisor shouldpay particular attention to the restrictions listed above. 

* 4 

• + 

* 

d Non-core Series Personnel. Requests from non-core employees require a review by the 
immediate supervisor who, at his/her discreticfn and after conducting his/her review of the 
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application., may favorably recommend requests for outside employment that do not conflict 
• with'the above restrictions, or exceed twenty hours per Werfc for employees at grades GS-09. 
and below and a lesser number of hours for those at GS-11 and above. Note: Some 
employ ees^such as attorneys; have additional xestrictions: * . ~ 

*■ 

^ ■ 

6. Request and Authorization for Outside Employment 

a. All DEA employees must have received (he appropriate approvals prior to 
engaging in outside enaployment To ohtain prior approval, an employee must present 
a DEA Form 478 to his or her immediate supervisor. The supervisor will concur or 
non-concur on the form and forward it through dhanliels to the Deputy Assistant 
Administrator for Personnel for final approval/disapproval. In the case of SES 
Employees , the request will he f orwardedlhrough appropriate channels to* the D eputy 
Attomey General. ^ • / 

n * * 

■I 

* 

b. Employees in foreign posts of duty must also have the approval of the Ambassador 
, before engaging in outside employment in the host country. 

, c. Only after this process is complete may an employee begin his or Ijer outside • 
. employment 

7. Annual Requirement ' . • 

m 
* r " 

a. Employees who mHTutaJTi outside employment with the s ame butside employer, in 
the same of similar capacity as previously approved, must' submit anew request on* 
.DEA Form 478 annually between January 1 and January 31, Changes in outside 
employment must be approved prior to beginning the new employment Disapproved 
requests will be returned promptly to tiie requester. 

* 

b.-DEA personnel are specifically cautioned that inaccurate or untruthful submissions rhade 
in support .or concurrent with an application for outside employment may result in 
disciplinary action and/or denial of the outside employment application. 

■ 

■ + 

F. Gambling; Bettiog, and Lotteries. DEA personnel are not to- engage or participate in gambling, 
betting, or management of lotteries, while on Goverament-owned or leased property or while on official 
duty, except in the-maintenance of an undercover identity or in approve?! fund raising activities , . 

G. Use of Government Property 

* * 

* ■ 

1. All employees are required to properly use and protect all equipment and supplies issued 
to or used by them* DEA personnel are to safeguard property in their possession, control, or 
work-area, Gdvermnent property will only be used for. officially approved purposes and will 

. , not be used for pei:sonal use or benefit, except for such de minimus use which involves 

negligible or no expense to the Government and does iiot interfere with or otherwise impede 
official business. This lirnited authority, ie*.: to make de rnin^ 

property or materials, does not permit an employee to access administratiyely controlled 
* information for his or her personal use nor to access informational databases. * 

+ 

* 

2, Government mail privileges, may only be used for the following (in addition to the 
forwarding of official correspondence): 



* * 
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a. The forwarding of a job application to DEA Headquarters for a DEA vacaacy 
and/or for DEAs annual application rating process. 

b, Th.e_subimssipn_pf an employee, grievance in accordance with Section 277 1^ DEA 
Grievaace Procedures, * • 

■ 

* 

c- The forwarding of a response to a proposed adverse action to DEA's Decidiug official in 
accordance with Section 2752. Discipliue, Adverse Actions and Appeals . (DEA mailiag ' 
privileges shall not be used to file appeals to flie Merit Systems Protection Board or other 
adjudicatory body or to conrespond with an employee*s representative or attomey. 

d. Communicating with or forwarding pertinent information to EEO counselors or 
-investigators or filing initial appeals with the Equal Employment Opportunity Commission 
* or theDOJ Complaints Adjudication Office. . 

■- 

* -. * 

H, Purchase of Seized Property. No employee of DEA may knowingly purchase, or have another person 
purchase on his or her beMlf, property from the Federal government that was seized by t>EA or another 
Federal agency during an investigation n wTiich employees of DEA participated; Furftier, no employee 
roay disclose to another person any infomiation conceroing such property (i.e-, appraised value, etc.). 
which would give that person an advantage over other prospective bidders at auction. 

* 
I * 

L Official Government Vdiicles- Official Goyemment vehicles (OGVs) shall only be used for official 
purposes. 31 U.S.C. 1349(b)- The term official purposes wiR be interpreted stricfly and will not be 
construed to encompass the mingling of official business with personal business. Use of an OGV for 
transportation of employees between their domiciles and places of employment can only be justified 
when affirmatively authorized by statute, as in 31 use 1344. 

♦ . * 

' ' 1. The term Official Government Vehicles includes not only those vehicles assigned to 
DBA's fleet but also those vehicles which may be leased and rented and/or loaned to DEA 
by other agencies and mtities to include vehicles rented or obtained pursuant to an agency 
travel orders, acquired under a government credit card or under the terms and conditions of ^ 
the government car rental contract with various car rental companies. This term also 

. includes aircraft, and- other modes of transpoitatioiL 



* 



2. OGVs' shall be operated safely and pmdentiy at all times: DEA personnel shall drive , ' 
defensively and ^hall exercise due care in the operation of ia vehicle. Except in exigent 
enforcement activities, DEA personnel shall obey aU regulations, statutes, ordinances, 
and/or other applicable guidance in their operation of a vehicle. Even in exigent 

, enforcement operations, veMcles shall be operated with due regard for the safety and 
preservation of human tife. 

* • * * * ■ 

3. An employee who willfully uses or authorizes the use of an OGV for other than^official 
purposes is subject to disciplinary/adverse action* Titie 31 USC 1349(b) provides a 

* TTiiniTTmm 30-day suspension for an employee who wiUfuUy uses or authorizes the use of 
any official Government owned or leased motor vehicle or aircraft for other than official 
purposes, ' . • ' 

4. For the purpose of this section, wiQful use includes but is not limited to imauthorized use 
, with or without illegal mtent,* intentional disregard, or plain indifference to statutory or * • 

regulatory requirements. . * * ' 



* 



* 



■m 
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5. While not all encompassiag, listed below are some examples of instances wherein the use 
of the OGV is not authorized: ... 

a. Operating an OGV without possessing a valid state drrver*s license Jtom the state, 
territory or possession where currently assigned. (State driver's license includes those 
issued by the District of Columbia, Puerto Rico, or a territory or possession of liie ' 
United States .) The license must be in the operator's posses sioii at all tunes while 
ddviaganOGV, * * • ' 

* * I. 

t. Using an OGV to visit relatives, ftiends, acquaintances, etc., whm sudi visits are not 
conducted for official business purposes. y * . . 

* * 

■ 

c. Usiae an OGV to transport any individual when such individual is not in aa official 
business capacity. . - . 






+ I 



d. Transporting children to and from school or a spouse or friend to and from work even 
though the schopl or place of wodc is on the regular route to the operator's official duty 

station, 

* 

e. Using the OGV for the express purpose of transporting or towing of personal property 
when not related to ofBci'al business; ie., transporting furniture, gardening equipment and 
, the like or towing boats and/or trailers. , ■ * . 

* 

f . Permitting an unauthorized person to operate an OGV; 

T *■ 

g. Using an OGV solely for commutmg purposes or for transportation between a person's 
residence. Storage of an OGV at an employee's residence is permissible only when 
' authority is obtained in accordance with the Agents Manual, Section 6124, and the 
Administrative Manual, Subsection 0325.5. 

* * * 

* h. Traveling to* and stopping at a drinkmg establishment when not in the interest of official 
business. General discussions of officiai business relating to -enforcement activities 
conducted in a bar or coclrtail lounge do not constitute official business . 

i. Using an OGV for personal busmess such as leaving the duty station or residence to cash 
paychecks,to pay bills, drop off or pick.up;maii, pick up dry cleaning, grocery shopping, 
etc. ' • • . ' * ' • 

■k 

* 

t While under the influence or after the consumption of alcohol. 

X Leaving the scene of an accident, or not cooperating with appropriate authorities 
conducting an investigation of an accident or other vehicle related mcident or inquiry. 

■ > • 

* 

6. Alcohol related incidents mVolving DEA employees operating an OGV or privately- 
owned vehicle (POV) will be handled as follows: 

* 

m * 

a. The SAC, C A, or Office Head will immediately suspend the certification for the 
•privilege of home-to-work utilization of an OGV for any employee mvolved in an 
. alcohol-related incident operating an OGV or POV. 



**■ 
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b. This suspension will remain in effect until such time that the SAC, CA or OflSce Head 
feels confident that the offense is atypical of the employee's normal conduct and that 
rrcidivism is_nnli^^^ In no &y mt shafl^ t^^^^ 

• certification be less than 60 days, hi reaching this decision^ the Employee Assistance 
Program (EAP), EAP Clinician, or other agency designated health official may he 
contacted. . ' 

* * * 

■ 

c. The suspension' of an individual's home-to-work certification will be reported in a 

' teletype to Headquarters, (attention: OPR, HB, and HPMH). When an individual's home-to- 
work driving privileges are restored, reasons supporting the decision shall be articulated via 
memorandum to HB . This memorandum to HB will be for informational purposes only, but 
HB can request additional if deemed appropriate- - v * 

• d. SACs, CAs, and Office Heads are accountable for carefully exercising good judgment in 
making these determinatioiis. In certain limited ckcumstances employees may transport 
dependents in an OGV when, the dependents are accompanying them to quasi-social 

• ~ functions to which they have^been invited in their official' capacity. Prior approval must be • 

granted before an OGV is'useior such- reasons. Employees shoiald contact the Office of 
* Personnel for additional guidance as needed. 

' 7, Use of OGV's hi foreign areas is also governed by embassy and other additional DEA 
policies and guidance, ' * 

m 

J/DEA^Records and Official Information. Employees will comply with, all applicable regulations, ; 
guidance, and policy regarding the- safe-gugrding, review, and removal of documents by DEA personnel, 
the maintenance of personal papers by DEA personnel,' and the security and integrity of official records. 
Np employee shall: 

1* Intentionally destroy, mutilate, remove, falsify, conceal, alter, or make an unauthorized 
copy of any Government record for his or her own purposed. - * 

2, Make a false of fraudiilent statement or create any false document . . 



* * 



3 . Use information which directiy or indirectiy conies to that employee l^y teas on of his or 
■ • her employment with DEA for financial- gain f or himselE^ 
' make any other improper use of such information. 

■k 

* 

* * * 

'4. Communicate, furnish, transmit, or otherwise divulge privileged, administratively 
. controlled or classified information to an unauthorized person. • 

t 

. 5. Acquire, distribute, or maintain (either intentionally or in a negligent manner) 
administratively controlled, privileged, or classified information firom another agency, 
person, or entity under false pretenses, ' ' . . 

* ■ 

* , 

' X Employee Indebtedness. No employee is to fail, without good reason, to honor in a proper and timely 
manner all debts" acknowledged by him or her to be valid, reduced to judgment by a court, or hnposed by 
law, and to provide satisfactory setflement thereof- 

■■ fc ^ 

* w * 

L, Employee Testimony and Accuracy in Official Documents 



I 
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t4 



1. DEA personnel, v/hm directed to do so by appropriate authority or during the scope of 
their official duties; must testify or respond to questions under oafli as required This duty to 

' respond fuUy and'truthMly applies during administrative interviews and any other official 
agency business and is applicable whether the en5)lpyee concerned is providing a statement 
about his or her own mis conduct, the mis conduct of others , observed facts, past 

' recollections, opinions, of is providing a written or oral communication upon which a trier 
of fact or other surdlar body or forum will, or may have cause on which to rely or consider, 

#■ *■ 

r 

2. DEA personnel will testify tmthfiilly in aU matters and will always he honest and 
forthright iu any statement, communication, testimony they author, provide, condone, or 

* otherwise cause otters to rely upoEL 

3. DEA personnel wiU recount and provide all facts, data, information, and any other form 
. ' of evidence in a truthful and fully responsive manner. DEA personnel will not omit* or 

* distort facts or other information wben questioned or when authoring, completing, 
reviewing, or assisting* in the drafting of reports or other official documents. DEA personnel 
win ensure documents are accurate and con5)iete. Documents requiring signature shall not . 
be signed unless read and confirmed as accurate, and it is incumbent upon the employee to 

* ensure that any .and all ioformation he/she provides, whether orally or in writing, is accurate 
and complete . . * ' 

* 4. In criminal matters in which the employee niay be criminally prosecuted for his or hex 

* misfeasance or malfeasance, the employee may exercise his or her right against self- 
incrimination as afforded under the United States Constitution, In aU other matters , &e 
employee must respond fully to questions posed by appropriate personnel 

* 

5. DEA core series personnel have a heightened duty to ensure information or.testhnony 
they provide under oath (or affirmation) in. written or oral fonn is accurate, complete; and 
truthful. Documents executed under penalty of pequry of in matters of official interest shall 
always be accurate and shall not be signed unless read and aie confirmed as accurate, v * 

* • 
, • 6. A DEA enoployee.will not knowingly pamit others to create, promulgate, commTinicate, 

distribute, or condone false, inaccurate, or incomplete testimony, statements, or other 
. written or oral cormnunication. 

M. Employee Political Activity. The Hatch Act has been amended to lift many of the previous 
restrictions regarding political activity. Career members of the Senior Executive Service remain covered 
under the previous restrictions of the Hatch Act (Employees with questions on political activity may 
contact the Office of Personnel or the Office of Chief Counsel.) 

* 
k 

■ ^ ■ 

1. DEA personnel can: ' * / ' 

■ _ - ♦■ 

a, run as an iadependent candidate in partisan elections 

+ ■ 

. b. run as a candidate in a nonpartisan election 

e. register and vote as they choose 



+ ^ * 



d* assist in voter registration drives 



1 
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e, express opimoBS* about candidates and, issues . 

+ 

* 

£ contribute money to political ^campaigns 



g. attend political fund-iaising functioBS 

h. attend and be active at political rallies and meetings 

i join and be an active. member of a political party oi: club 



« I- 



j, sign nominating petitions 



^ * 

1l campaign for or against referendmns, constitutional amendment and ordinances 

■ 

* 

r 

1 campaign for or against candidates in partisan elections 

4 ■ 

• nL distribute campaign literature in partisan elections (but not on duty) 

■ w 

■r 

+ 

n. hold office in political clubs or parties ' . / • 

* 

' 2. DEA personael cannot: 

b. use their official authority to influence or interfere with an election 

c. collect political contributions unless both individuals are members of the saine union (if 
one exists) or employee organization and one solicited is not subordinate of die other 

d, knowingly solicit or discourage the pohtical activity of any person who has business 
bef pre the agency * 

e, engage in pohtical activity while on duty 



• •! 



• g; engage in political activity while in an Official vehicle 
1l solicit political donations from tte general public 

■ 
N; Employee Participation in a Riot or Civil Disorder * 

- 1. DBA personnel wiQ not partidpate or incite ,any act of civU disorder against any 

• iostrument of a local or state government or against the Federal. government if the purpose 
or aim of such disorder is to nndennine competent civil authority, cause anarchy, or disrupt 
the administration of justice or the delivery of traditional govenmiental services. While • 

• DEA persomiel retam their constitutional rights hi fheir private capacities to free speecli and 
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' assembly » DEA personnel must be awaie that, as government employees, tiieir actions aie 

I viewed and examined by others with great scrutiny and their participation in an act of civil 

i • disorder may erode the general public^s conJSdence in the actfons of a goveimnent's duly 






■■ * 



elected or appointed officials. 

* 

2. DEA personnel convicted of a felony (any offense for which imprisonment is authorized 
for a term exceeding 1 year) by any Federal, State or local court of competent jurisdiction ia 
connection with an act of civil disorder will, on the date of their conviction becoming final, 
be proposed for removal j&om^their position with DEA. This penalty covers conviction of * 
felony for: * ' , 

* 

a. Inciting a not or civil disorder, 
b- Organizing; promoting, encouraging, or participating in a riot or civil disorder. 

* * J * * 

. ' c. Insurrection. ' * ' . 

' d. Aiding or abettiag any person in inciting, organizing, promoting, or encouraging civil 
disorder. • . 

+ * 

0. Misiise of Office and Coercion. DEA personnel will not 

1, Use his or her official position for private gain. ' . ' * 

« « -k- 

2. Coerce or give the appearance of coercing any person to provide financial benefit to 
. * bimR elf/hers elf or to another person through the use of his or her office: ^ 

* ♦ + * * *■ 

. ; 3. Use his or her official position to give preferential treatment to another individual. 

4- 

4- Attempt to bribe or intknidate public officials and/or witaesses. . 

* 

5. Conduct unauthorized or illegal searches of premises, automobiles, or persons or deny 

the Constitutional rights of others. 

* 

6. Embezzle, steal; purloia, sell, convey, or dispose of in an unauthorized manner any 
record, voudier, trioney , substance, or thing of value to the United States. 

7- Use his or her position to sell, collect foi personal use, or otherwise dispose of controlled 
substances in an unauthorized manner. 

-I • 

8. Use his or her position to tamper with or reniove any evidence purchased, seized, or 
otherwis e in poss ession of DEA or one of its employees . * 

- 9. Solicit or otherwise engage ia personal business transactions which involve or give, the . 
appearance of involving the use of official time or facifities, , : . * 

* 

10. Glean or gamer iofopoaation not commonly available to the general public and use that 
information for nonoffidal purposes. 

+ 

1 1 - Obstruct or attempt to obstruct an official iavestigation, inquiry, or other niatter of 
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official interest 

+ 

* 

F 

12. Contact or in any way attem pt to influence the PEA Deciding Officials, tte DEA Board 
" ^ J p^QJT^g Jqj^^ Conduct .or any olier pers on or enti^^Eo Eas"15S6"re liim or Her a 

* disciplinary matter or attempt to influence the process involving a disciplinary matter 
through indirect communications or pressure. 

13. Distribute or disclose information not commonly available to the general public for 
nonofficial purposes. 

F 

P. Use of Intoxicating Beverages or Drugs 

^ + 

1. DEA^ personnel will not consume or be under the influence of intoxicants in DEA o^ces 
' oronGo'vemmentproperty designated for the conduct of official business, 

■k 

2. DEA personnel will not consume or be under the influence of intoxicants during their 
official duty hours. * 

' 3. DEA personnel will not consume or be under the influence of intoxicants while opetating 
an Official Government Vehicle. 

I- ■■ 

4. Off-duty DEA personnel subject to recall to duty sbaU not permit themselves to be 

• lenderedunavaiiablefordutyflirough the consumption of intoxicants. 

* 

,5. intoxicants deprive individuals of the normal clearness of intellect aiid personal, control 
which a person would otherwise possess. As such, the use of such substances while on duty 
is inherently haconsisteiit with* the mission of this agency. DEA* personnel shall not use a 
controlled substance- except such substances as may be prescribed by a licensed physician - 
for treatment of iUness or condition or as contained in an over-^ihe-counter medication. 

6. No employee wiU use a controlled substance except to treat a medical condition as 
. prescribed by a' duly licensed medical professional. Department of Justice Order 1732,2 
* designates all positions within DEA as sensitive. DEA is excluded from the provisions of 
PutiHc Law 91-616 and 92-225 and aU'regidations implementing these laws. Although DO! 

* Order 1732.2 precludes persons with alcohol or drug problems from DEA employment, 
DO J* Order 1792.1 allows employees with alcohol or drug problems to seek assistance, 
under the Employee Assistance Program. 

* * * * ■. 

' 7, Employees in a duty status are prohibited from consuming alcoholic beverages or drugs. 
The phrase "under the influence** includes but is not limited to all of the publicly known and 

• commonly accepted conditions and degrees of bemg under the influence (such as unsteady 
gait, slmrcd speedi, fixed stare, loss of muscular control, strong odor of alcohol), but also 
includes any employee who has consumed alcoholic beverages or drugs to any extent - 
whether they are legally intoxicated under applicable state law or not, except as may be duly 
and specifically auiorized for an undercover operation, Thereis no requirement that an 

• employee's degree of impainnent be determined with scientific accuracy by appropriate 
testing or that, if' such testmg is conducted, that the blood alcohol of the employee be at or 
above a certain level. ' ' - 



■ 

Q, Unprofessional Conduct 
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1. Every DEA employee is responsible for behaving in a professional manner appropriate to 
the setting, and in a civil and courteous manner toward other DEA employees and the 
general public* Employees wHl he mindful that their -conduct and demeanor reflects directly 
. ^ upnn-DEA and will ensure that their actions do not reflect nn favor abl y u p on DEA. No 



employee will act in a manner which will briag disgrace or disfavor iipbn DEA or act hi a 
ihanner that wfll cause the general public to question^ ridicule or attack the efforts of this 
agency or its peisonael. 






/ 



. 2. A DEA employee will not associate with iudividuals known or suspected to be involved 
in iQegal drug trafficldng or other crimioal activity in other than a strictly professional 
' capacity. This prohibition also applies to Confidential Source contacts and former- 
Confidential Source contacts. Extrinsic social, financial or business contacts with ' 
individuals of this nature are expressly prohibited .DEA employees are to strictly maintain 
only the hi^est standards of conduct with respect to hiformants, known crioiinals, or with 
individuals engaged iu criminally violative activity . * . 

* 
* 

L 

TL-Unaiithgrized Recording of Employee Conversations. No employee is to record conversations of 
another individual without the mutual consent of all parties, except in the conduct of bona fide official 
investigations under the auspices* of the Office of Prof essiohal Responsibility or other appropriate 

* *- ^ * ■ + * * 

organization. 

* . * * 

* S, Occunences an Employee Must Report to His/Her*Supervis6r: 

m 

. L An employee must inform his cir her supervisor whenever he or she discharges a firearm, 
in accordance with Agents Manual, Section 6122 , except when authorized at- a firing range 
or otter area in which firearms training is conducted. , ^ 

2, An employee of DEA must immediately report to his or ier supervisor- any arrest and any 
instance whereby he or* she has been taken into custody, held for investigation, or detained 
for questioning. Minor traffic violations while operating a non-Government vehicle, such as 

• parking violations or other traffic violations involving a fine or coUateral of $150 or less, 
need not be reported; however, any infraction with an official Government vehicle must be 
reported immediately to the employee's supervisor.- 

9- * 

3, Any other illegal activity or other misconduct must be reported and is not limited to the 
above instances, ' . - 

T. Reporting Situations Which Reflect on the Integrity of ^n Employee' or on DEA. Allegations or 
complaints regarding infractions of these standards of conduct must be reported to proper DEA 
authorities. ' * * * , • 

• * 

■■ * 

1. Any emplpyee who has any infomiation which indicates or alleges that another employee 
of DEA is engaged in improper or illegal activities in violation of .these standards of 
conduct will immediatelv report such information to his or her supervisor or directiy to the * 



■k * 



of Professional Responsibility. {See Planning and Inspection Mani 



1 



' 2. No emplpyee may make a malicious report of misconduct or misfeasance against another 
DBA employee or any other individual. If a supervisor receives a report of misconduct, he . 
or she must make a determination whether the matter tsai be handled at the local level or 
represents a serious matter which warrants reporting to the Office of Professional 
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Responsibility. (See the Planning and Inspection Manual, Section 8121.1 Consultation with 
the supervisor's chaia-of-command or OPR officials should be obtaiued m questionable 
-circumstances. -- - - * . , 

U. Discriinination. No- employee may discriminate against any emj)loyee, applicant for employment, or 
person dealing ^tiiDEA on official business because of race, color, religion, national origin, sex, 
sexual orientation, age, or handicap. 

r 

V. Sexual Harassment and Other Unprofessional Conduct Sexual harassment is a form of employee 
misconduct which undermines the integdty of the employment relationship. It destroys morale and 
interferes with the wodc productivity of its victims and the victim's coworkers. Every DBA employee is 
responsible for assuring that the woric-place is free ficom sexual harassment It is a violation of Federal 
law and of these Standards of Conduct Sexual harassment is defined in 27133 of this Manual. That 
,o=^H*r^« aioo ^ttiIqitic a virHTTi'e rvntinriR tn nnmnlain about and seek relief from sexual harassment 



W, Quid.Pro Quo Harassment 

1. Unwelcome sexual advances, requests for sexual- favors, and other verbal and physical 
conduct of a sexual nature constitute sexual harassment when (1) suljinission to such 
conduct is made either explicitly pr imphcitiy a term or condition of an employee's 
employment or (2) submission to or rejectioii of such conduct by an individual i5 used as 
basis for employment decisions affecting the iudividual. 

* 

* 

2. A supervisor who uses explicit or implicit coercive sexual hehavior to control, rofluenc 
or affect the career, salary, or job of an employee is engaging in sexual harassment Whil 
not all eucomjpassing, listed below are some examples of conduct which could constitute 
sexual harassment and could result m appropriate disciphnary/adverse action, up to and 
includiDg demotion to a non-supervisory position or removal. 



imis 



9 

•b. Taking' or threatenmg personnel actions because an individual refuses to engage iu sexual 
conduct * • . ' / 

m * #■ 

c. Requiring an employee to tolerate sexually offensive hehavior in order to retain the job. 

i 

X. Hostile or Offensive Wofk.EmTroiunent Unwelcome sexual advances, requests for sexual favors, 
and-oflier verbal' and physical conduct of a sexual nature also constitute sexiial harassinent when the 
conduct has the purpose or effect of affecting or mterfering wifhan individual's work performaiice or ' • 
creating an intimidating, hostile, or offensive working environment, whether .the activity is carried out 
by a supervisor or a co-worker. Sexual harassment may be found when the conduct, comidered in • 
' context, would be hitimidating, hostile, or offensive to a reasonable person, regardless of whether die 
actor intended to offend. Eiflier sex can commit sexual harassment "While not all eaucompassing, listed 
• below are examples of instances which couldiesult in appropriate disciplinary/adverse- action! • 
■ 

1 . Displaying 'pinup' calendars, sexually demeaning pictures, or graffiti in the woitplace-. 

w 

* * 

2. Leaving offensive material on an employee's desk. 



■ 

3 . Delib erate, or-repeated unwelcome sexually explicit remarks , j okes , or teasing. 

' ■" ■■ 

■I 
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* 

4. Maintaimng or tolerating an office atmosphere peryaded by sexual slurs, insults, or 
innuendos. 



5 . Subjecting auother emplbyeeto repeated unwelcome pres sure for dates . 



6. Requiring or pressuring employees to dress or behave in a sexually suggestive manner. 

*■ ■ 

7. Arranging for or permitting sexually explicit entertainment in a wodc related context, at 
or away firom the work-place, 

8. Using or tolerating unwelcome, demeaning or inappropriate' terms of address. 

* 

9. Ostracising, or tolerating ostracism, of members of one gender by members of tbe other. 

* 

10. Repeated or deliberate unwelcome intentional contact with an individual's intimate bod 
areas is sexual harassment (and may also be a criminal offense under applicable state law 
and/or an assault subject to mandatory reporting to d!PR under Section 8308 of the Plannin 
and Inspection Manual). ^ . * 



Y. Retaliation. No DBA eihploy ee shall take any reprisal actioii against another employee for exc] 
the right to file a report, an allegation to OPR, a complaint of discrimination (including sexual 
harassment), grievance, complaint of whistleblowing with the Office of Special Counsel, or appei 
EngagiQg in an act of retaliation may subject the responsible employee to appropriate 
disdpEnary/adverse action, independent of the merit of the complaint, grievance, or appeal. Whili 
all encompassing* listed below are sorAe examples of actions* which, if taken as a result of the exe 
a protected right, could be considered acts of reprisal subj ect. to dis ciplinary action: 

* 

1. Inconsistent enforcement or tucreased severity of enforcement of existing rules, 
regulations, and policies, such as requrnng (he complainant to meet more stringent ' 
standards than other similarly situated employees. 

"t + 

2. Depriving a complaiiiant of existmg as sigiMents, duty station, responsiba^^ . 
privileges, or fiinge benefits- 



+ r 



t 

I 

++ 



I 

3. Ostracism or verbal harassment of a complainant 

* * 

■ 

■I 

Z, Employee' Egress. DEA personnel on official duty wiU present a businesslike appearance at all times. 
Except when authorized by their supervisor to use another rnode of dress because of the nature of their 
regular job duties or as a result of the need to perform a special task or for other circumstance (e.g. , 
range' training or undercover surveillance), employees will adhere to the dress standards described 
herein. Male employees will wear dress shirts, ties and slacks. Suit or sport jackets will be worn when 
deahng with the public. Female employees \yill' wear conservative dresses, dress slacks' or skirts and 
sweaters or blouses. All employees will be neat and well-gropmed. DEA personnel will dress 
professionally when called to testify or are otherwise representing DEA man official capacity. 

t 

AA: Employee Candor and Truthfuhiess.^ DEA personnel will be frank and honest in the performance c 
their duties. DEA personnel will not create false documents or issue or utter false oral communications 
provide false, misleading or maccurate.testimony , knowingly or negligently misrepresent facts, permit 
known or suspected falsehood to continue unreported or unchallenged, or provide non-responsive 
answers to properly authorized officials such as supervisory. personnel,- prosecutors, or agency 



¥* 
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BB. Employee Hours of Work. Employees are expected to report and be at fheir posts of duty during 
fiieS regulady sciedr^^^^ of work, racept for authorized periods of leave and Tiblidays. Employ 

shall be at their assigned post of duty at the beginning of theh shift of duty and shall remain at that p< 
throughout the day, except for such breaks as may be authorized by supervisory personnel for the 
employee's comfort or meals. Employees are not permitted to independently adjust their shifts or pos 
of duty without supervisory approval 

CC. Insubordination. Employees shall follow the orders, directions, and policies of supervisors, 
managers, on scene cormnanders, and/or more senior officials, as well as all policies, procedures, 
regulations, and laws which govern their conduct or duties. Employees shall similarly obey the 
directions or commands of acting supervisory or management personnel. 



♦ 

2735.16 Light Duty - Shootmg laddent 

* * 

Any a^ent, directly involved ina shooting resulting in injury or death, will immediately be temporarily 
assigned.by the SAC to Light Duty not to exceed 5 days. HP will extend the 5 days if required. The 
Shooting Team will notify HP of the agents involved so that HP can coordmate the appropriate actions 
With the SAC. . • ... 

* 

* 

A. "While on Temporary Light Duty the agrait will not participate in any enforcement operatioiis. 
Specific duties while in this status will he deterinined by the agent's immediate supervisor. Additionally 
while in this status, the agent will be afforded the option, subject to the approval of the SAC, of usmg uj 
to 5 days of administralive leave. "" • • 

,-.•.■. . • ■. . 

B. Wiihin 10 woddng days of the shooting; tiie Office of Inspections will ensure that apreliminary 

:■ investigation is conducted and presented to Ihe Chief Jhispector who will' determine that the agent either 
be returned to normal duly or placed into another status (administrative leave or limited duty). 

• + ■ * * 

B. Deputized .Officers involved m shnilar situations will also be placed mto this Temporary Light Duty 
status; howeyeTi coordination with the parent agency must be ensured by the SAC. 

4- 

2735.17 Limited Diify 

. A. Misconduct All DEA employees who are involved in certain serious misconduct incidents may he 

placed on hmited duty. **The Chairman, B oard of Professional Conduct, is delegated Ihe authority to • 
• place employees in a limited duty status during all "or part of an advance notice period for a proposed 

•adverse action.** While on limited duty for miscoiiduct or allegations of misconduct mcidents, DBA 
. Agents will not participate hi surveillance, arrests-, searches, seizures, or in the development of new 

enforcement matters:Any employee on limited duly will normally be assigned duties deemed 

' appropriate by management within the appropriate DEA office. 

H 

. • 1. An employee may be placed" on Ihnited duty when the employee is under mvestigaliori by 
■ Ihe Office of Professional Respbrtsibility (OEK) or at anytime wheri.the employee's official 
.superiors determine that the employee's conduct warrants such action See 2752.13. 

2. A DEA Special Agent, or any .other employee, who is placed in a hmited duty status due . 
to rnisconductinay be prohibited fi:om operatmg an OGV, carrying a fireann, or cartymg a 
• ' . DBA badge. The official placmg theemployee in the limited duty status wiU he responsible 






■■■ ■■■ 

littp://webster/cgi-bin/&/manuals/agents/appendices/60aaa.htm 



5/9/2007 



DF.Anm^QO 



APPEl<a3BeA :06-cv-00644'EGS Document 55-r2" Filed 07/14/2008 Pagg'2|b(dina3lf21 

for making the determination regarding the employee's restricted duties. DBA credentials, 
or other identification, may be retained by the employee only to the extent required to 
access his/her assigned work place or to perform specifically assigned duties. 






3. DBA agents who are placed on limited duty must he assigned a tour of duty that will 
include two hours of scheduled Availability Pay in addition to their regular eight hour duty 
. day, i.e. 10 hours per work day and 50 hours per work week 

-+- h * 

B. Medical- Limited duty can be defined as removing some or all of the normal duties of the assigned 
position from the employee for a specific amount of time. For any employee who cannot perform the 
functions of his/her joT? description, medical information should be submitted to the Office of Personnel, 
Health Services Unit (HPMH) for review prior to the employee's return to work. The iucoming medical 
information should contain any restrictions his/her physician recommends. The Chief Medical, Officer 
will review the information. and advise whether the employee can return to full duty. If a Special 
Agent/Chemist cannot return to full duty, he/she wiQ be placed on a medical advisory. The DEA 
Medical Officer wili review the iucoming medical, information for a noncore enunployee and telefax the 
findings to the respective supervisor. ' ' 

* m 

1 . Any employee may be placed on limited duty for medical problem^. Placing an employee 
on limited duty is not to be construed as a disciplinary action. The management official 
placing an employee on Ihnited duty will 'define what duties may or may not be performed 
by the employee while hi this status. Sufficient medical documentation is required before an 
employee is returned to fuU duty following a medical -limited duty situation. 

• ■ - 

■k 

+ 
• • * 

2. SACs, lAs, CAs, and Headquarters Officials are delegated authority to place employees- 
in a limited duty status for periods of 30 days or less. HP is delegated the authority to place 
an employee in a hmited duty status for periods, in excess of 30 days. 

3 . Any official who initially places an employee on limited duty will notify HP within three 
(3) business days of this action. In emergency situations the notification requirement to HP . 
must be accomplished within 24 hours. AH such iiotifications will be in writing, and include 
notification to the affected employ ee(s). ' \ . 






r 

4. Employees who are placed on limited duty will normally be assigned duties within the 
scope of flieir position, in conjunction with medical restrictions. Determinations as to 
whether they will be permitted to operate an OGV, carry a firearm or keep DEA credentials 
or badges will be made by the official placing* the employee in a limited duty status and may 
be altered based on medical information, / . ^ , . , * 

■ 

m 

2735.18 Medical Advisory Notification 

r 
* * 

A. Definition. Employees (specifically Special Agents, Chemists) will* no longer be placed on med 
restdctions as a result of a medical condition fiiat prohibits the individual fiom performing tiie fuU 
of duties of the positioiL 

B. Medical Advisory Process. When a determination is made by the DEA Medical Officer that an 
employee has a medical condition, the Deputy .Assistant Administrator for Personnel (HP) will sen 
medical advisory notification memorandum to the Special Agent in Charge (SAC), Country Attach 
(CA), Laboratory Chief (LC), Office Head (OH), or appropriate management official with a copy t 
RTTirtlnvee. The memorandum wilj state that the emulovee has a medical condition and identifv anv 
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limitations this condition may entail. 



■ 

^C. If further clarification is needed, a Medical Fitness for Duty Examination^CMI^PDE) or Suitability 
Review Protocol examination (SRP) Say be" 6Bered7 Tfie'onplo^^ 

appointed physician. Thp physician will be provided with a list of questions, a copy of the employee's 
performance wo± plan, and the current position description. This process allows the assessment bf the 
employee's ability to perform specifically assigned duties. 

m 
I 

D. If, based on the results of a Medical Fituess for Duty Examination,- accommodation cannot be 
provided, .reas signment within DBA or other appropriate action will be' tdken. 

+ ■ *■ 

2735.19 DEA Smoking Guidelines 

* 
• ■ ■■ • 

- A. It is DEA policy to protect the rights of nonsmokers (both Federal employees and visitors) by 

prohibiting, smoking in DEA-occupied buildings and facilities. To the extent feasible, DEA will attemp 
. to identify smoking areas in the vicioity of Federal fadlities. 



( * 



B. DEA win establish a "nonsmoking" program to assist smokers who wish to stop smokmg. ' • 
273SJ20 Penalty Guidelines 

+ 

Appendix 273 5 A is a partial listinjg of offenses and the corresponding possible penalties that may be 
imposed for certaiatypes of offenses. These penalties are ia addition to any applicable penalty 
prescribed by law. ■ ' 
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TTiIs manual Is the property of the Drug Enforcement Administration. Nefther it nor its contents may be disseminated outside the 

ipEA without the express permission of the Ol^ce of Chief Counsel, 
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